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Demonstration
• Enrolling an Employee in the Post-tax 

Optional Life Plan and processing the 
insurance coverage that exceeds $40,000 
pre-tax

Human Resources > Personnel Management > 
Administration > HR Master Data > Maintain 

(PA30/HRBEN0001/PA30)
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Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax

1. Click on PA30-Maintain or enter PA30 
in the command field, press Enter.
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2. Enter the New Hire’s 
personnel number

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax

3. Use the left and right 
scroll buttons to select 
the Benefits tab.
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4. Select Adjustment Reasons or 
enter 0378 in the Infotype field

5. Click Create

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax

7. Select ‘Misc. Benefit Changes’
from the drop-down list.  

6. *Enter effective date
8. Click Enter

*The effective date will be the 1st day of that month for 
the change.

Note: During the nightly date recalculation program, 
the begin date will change to the appropriate pay 
period
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9. Click Yes.

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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10. Click Save.

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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11. Click ‘Yes’ to continue to the 
Benefits enrollment/HRBEN0001

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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12. Double click on
Miscellaneous Benefit Changes

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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13. Double click on ‘US
Able Opt EE 1x/2x Post
Tax’ plan.   

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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15. Click on Accept

14. Select 1X or 2X salary 
from the drop-down list.

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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Note: A check mark will appear 
for the plan to be added.

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax

16. Click Enroll
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Note: Verify that you have selected 
the correct plan to be added.

18. Click Enroll

17. Click 
in the box

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax

Note: The employee’s optional life insurance 
coverage increases due to salary increase, 
insurability is already approved by US Able.  
Therefore, the Benefits Specialist would click the 
box next to the optional life post-tax plan.
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19.  Click Enroll

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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20. Click Continue

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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21. Click ‘Back’ until the 
User Menu appears

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax

1. Select PA30-Maintain Employee
Data or enter PA30 in the
command field; press enter
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24. Click change

23. Select the Insurance Plans Infotype
under the Benefits tab.

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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25. Click ‘Next record’ icon until you find the 
Plan for US Able Opt EE Life 1x/2x Post Tax.

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax
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26. Click on the ‘Insurance cover’ tab.

Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax

Note: The Plan is US Able 
(Basic EE Life ASE)
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Post-Tax Optional Life Plan and Insurance 
Coverage exceeding $40,000 Pre-Tax

27. Enter the amount of insurance
which exceeds *$40,000 in the
Alternate Coverage field.

28. Click Save
29. Click ‘Back’ to go to the User Menu

*For example, the employee’s total amount of Optional 
Life coverage is $48,000.  Therefore, the amount that 
exceeds $40,000 is $8,000.  The $8,000 amount is 
entered in the Alternate Coverage field.   

Note: The ‘Insurance coverage’ field will reflect the 
increase in optional life coverage.  Therefore, the 
agency should subtract $40,000.00 from the amount in 
the ‘Insurance coverage’ field and enter the difference 
in the ‘Alternate Coverage’ field.


